
VACANCIES AND JOB DESCRIPTIONS

	Department/Office/Component
	Unit/Team
	Region
	Pos. Ref.
	Position Title
	Vacancies 

	Security and Health Department 
	Mission Security Officer Team
	Pristina
	EKLS 60130
	Security Guard
	1

	Operations Department 
	Police Information& Operations Component/Formed Police Unit 
	Mitrovica
	EKLS 60053
	Language Assistant (Serbian/English)
	
2

 







































	Position Number:
	EKLS 60130

	Position Title:
	Security Guard

	Location:
	Pristina

	Department/Unit:
	Mission Security Officer Team / Security and Health Department

	Position group:
	4



[bookmark: _Hlk201831192][bookmark: _Hlk201839974][bookmark: _Hlk201838325]1. Reporting Line:
The Security Guard reports to the Team Leader Mission Security Team. 

[bookmark: _Hlk201839409][bookmark: _Hlk201831228]2. Main Tasks and Responsibilities:
· To act as first point of contact and respond to any emergency situation involving EULEX staff and assets.
· To coordinate with the Mission Security Officers (MSO) to ensure safe and secure working environment for Mission personnel.
· To supervise and direct the locally contracted guard force.
· To ensure compliance and report breaches of conduct of the locally contracted guard force to the MSO.
· To perform reception and security duties EULEX Mission-wide facilities.
· To welcome and check authorised personnel, visitors, delegations and vehicles for entrance into EULEX facilities.
· To complete all documents or forms necessary for non-EULEX visitors.
· To accurately receive and record documents, goods and supplies.
· To be able to work in Incidents Reporting with responsibilities for the monitoring and passage of information via VHF radio and IT systems when needed.
· To implement Security Guards Post Orders (SGPO) concerning: Fire Plan, Bomb Incident Procedures, Building Evacuation, Emergency Response Procedures, Rules and Regulations for Accessing EULEX facilities.
· To attend Security incidents within the area of operations and liaise with local emergency services, assisting EULEX staff.
· To assist the MSO in the continued development and maintenance of SGPO.
· To undertake mobile patrols and other guard and control duties as required.
· To operate throughout the mission area.
· To undertake any other work-related task as requested by the line manager(s).

[bookmark: _Hlk201833280][bookmark: _Hlk201831235]3. Required Qualifications and Education:
· Completed secondary education attested by a Diploma.
· A minimum of three (3) years of relevant work experience after having obtained the minimum educational requirement. Prior experience in an international environment would be an advantage.
· Proficiency in English, and Serbian or Albanian language.
· Working experience in the security/guarding-sector.
· Working experience in radio operations and procedures together with knowledge of communication systems and equipment.
· Knowledge of security procedures and requirements. 
· Basic computer skills in MS Office applications.
· Driving licence B category.

4. Required Competencies:
· Ability to maintain a customer-oriented approach following all security guidelines. 
· Ability to make quick and sound decisions on safety issues.
· Ability to establish and maintain effective working relations as a team member in a multi-cultural, multi-ethnic environment.
· Ability to work in shifts including night-hours.
· Ability to work unpredictable hours and heavy workloads including overtime.
· Excellent organisational and time-management skills including punctuality, capable of handling multiple tasks simultaneously with attention to detail.
· Good interpersonal and communication skills.
· Ability to prioritize and manage high workload.

5. Desirable Qualifications & Experience
· Additional knowledge of other than the required Kosovo official language.
· Working experience in international organisations.

[bookmark: _Hlk118107021]6. Remuneration and Benefits:
 The position is classified in Grade 4 which according to the current salary grid starts from 1,408.00 €, depending on the incumbent’s relevant work experience, the amount may increase.
 13th salary. 
 Health insurance paid by the Mission. 
 The aforementioned remuneration is subject to taxes and pension fund contribution.























	Position Number:
	EKLS 60053

	Position Title:
	Language Assistant (Serbian/English)

	Location:
	Mitrovica

	Department/Unit:
	Operations/ Police Information & Operations Component/ Formed Police Unit

	Position group:
	3



1. Reporting Line/ Line Management
The Language Assistant (Serbian/English) reports to the FPU Commander or delegate.

2. Main tasks and Responsibilities
 Translates documents from Serbian into English and vice-versa.
 Provides proof-reading, editing and quality control for translation.
 Provides interpreting services and take minutes during but not limited to meetings, conferences, workshops and operations while observing strict confidentiality.
 Drafts documents as requested (e.g. reports, memos, letters) and maintain an effective filing system.
 Arranges and organises meetings.
 Moves location when required to provide cover for absent colleagues.
  Undertakes additional tasks as required by the line manager.

3. Required Qualifications and Education
 Completed secondary education attested by a diploma.
 B2 level of knowledge of English according to the Common European Framework of Reference for Languages (CEFR) classification system.
 Minimum of two years of relevant professional experience, after having fulfilled the education requirements. 
 Excellent spoken and written command of the Serbian language.
 Excellent computer skills in MS Office applications (Excel, Word, PowerPoint), with particular emphasis on editing and lay-out skills.

4. Required Competencies
 Excellent interpersonal, written and oral communication skills with the ability to prepare clear and concise documentation and reports. 
 Ability to work effectively in a multicultural and diverse team environment, promoting a collaborative atmosphere and maintain positive relationships. 
 Ability to work unpredictable hours and heavy workloads including overtime. 
 Excellent organisational and time-management skills including punctuality, capable of handling multiple tasks simultaneously with attention to detail. 
 Commitment to discretion and maintenance of confidentiality.

5. Desirable Qualifications and Experiences 
 Higher education degree or ongoing higher studies particularly in the field of language or law.
 Knowledge of other Kosovo official languages next to Serbian.
 Working experience in an international environment.

6. Remuneration and Benefits:
 The position is classified in Grade 3 which according to the current salary grid starts from 1,750.00 €, depending on the incumbent’s relevant work experience, the amount may increase.
 13th salary. 
 Health insurance paid by the Mission. 
 The aforementioned remuneration is subject to taxes and pension fund contribution.
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